State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Executive Secretary | 1301-1247-001 50000900 1
APPOINTEE SAP PERSONNEL NO. [ DIVISION/SECTION

Bay-Delta Office/Office of the Chief

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:

4

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
] Supervisory [2] Lead Person Paul A. Marshall CEA

APPROVED BY (Personnel Analyst's Name) DATE
Andrea Riley 09/23/2014

Percent of

Time Activity

POSITION SUMMARY:

The Executive Secretary I, under the direction of the Office Chief and lead of the Administrative
Officer Il in the Administration and Program Control unit of the Office of the Chief, Bay-Delta Office
(BDO), is responsible for performing complex secretarial work; maintaining close liaison with other
DWR Executive offices, all levels of management and staff of State, federal and local agencies;
providing backup support services to office as needed; and act as lead person for three Office
Technicians regarding correspondence and office coverage.

ESSENTIAL FUNCTIONS:

Ability to work well and communicate effectively with people at all levels within the Department.
Requires particular attention to detail and sensitive contact with employees and the public. Ability
to work under pressure and time constraints; handle changing priorities; and use good judgment,
initiative and tact. The position requires the incumbent to establish and maintain cooperative
relations with those contacted in the course of the work, and maintain regular, consistent,
predictable attendance. The specific essential duties include but are not limited to the following:

45% Serves as Secretary to the Chief of the Bay-Delta Office. Reviews all outgoing correspondence
prepared by BDO staff to ensure accuracy and conformance with Departmental correspondence
procedures, including correspondence for the signature of the Office Chief, Deputy Director,
Director, Secretary for Resources, and Governor. Screens incoming mail and other documents to
ensure proper action. This requires the incumbent to have a working knowledge of who is
responsible for the different projects the Office is involved in. Independently monitors
correspondence to ensure control dates are met. Screens a variety of visitors and telephone calls,
including government officials, legislators, and the public, and where appropriate refers to other
staff members or handles personally. Incumbent must have knowledge of the Department's
organization, program, and the agencies and personnel involved in the Office programs.

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
>
EMPLOYEE’S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE’S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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30%

10%

10%

5%

Maintains Office Chief's appointment calendar using Microsoft Outlook; arranges meetings with
DWR staff and federal, State, and local agencies; prepares and distributes meeting agendas; makes
travel arrangements; processes travel advances and travel expense claims; and maintains files to
relieve Office Chief of routine office details. Prepares finals of letters, memos, and other forms of
correspondence. Types confidential correspondence relating to sensitive labor relations and
personnel issues involving the Bay-Delta Office in order to keep subject matters confidential.
Office Chief is second-level review for all grievance matters in the Office. Brief the Office Chief on
the status of correspondence and other time-sensitive materials to ensure Office Chief is aware
that action is complete or processed timely. Independently prepares correspondence for Office
Chief's signature to request approval of the Deputy Director, Director, Secretary for Resources, and
Governor of office activities and projects and to transmit information to needed parties.

As lead Training Coordinator provides guidance and direction to Branch Training Coordinators on
proper procedures as necessary. Serves as source of training information for employees.
Coordinates and develops the annual Office Training Plans. Assists employees in developing and
preparing their career development plans and training and development assignments. Reviews
training and conference requests for correctness and appropriateness. Coordinates the annual
Appraisal and Development process to ensure compliance with Departmental deadlines. Monitors
training funds and provides training reports to management. Processes and monitors employee
career-related funding requests. Prepares multiple conference request packages and submits to
the proper level for approval. Inputs training requisition in SAP and processes service entry sheet
when class is complete. Monitors, coordinates, and schedules mandated training as needed,
including Management Development Nominations, Defensive Driver Training and Preventing Sexual
Harassment.

As lead Time Recorder, serves as a liaison with the Human Resources Office in resolving the more
complex discrepancies by analyzing and researching entries, including but not limited to: leave
quota usage and accruals, overtime & CTO, alternate work week schedules, reduced work time,
leaves of absence, payroll, etc. Position has primary responsibility for running and reviewing
weekly SAP time statement reports, to ensure weekly time approvals by supervisors are complete
and to resolve discrepancies at the lowest possible level. Accuracy and timeliness in handling time
recording issues are critical, as errors and delays may adversely affect employee payroll. Provides
guidance and direction to Branch Training Coordinators on proper procedures as necessary.

Serves as lead to clerical staff regarding correspondence and office coverage. Interprets
Department correspondence procedures and provides training and guidance to clerical staff and
informs all staff of procedural changes to ensure processes are completed according to
Department and state policies and procedures. Provides recommendations and guidance in
matters as they relate to clerical staff. Provides backup support services for Office to ensure
continued Branch and Office productivity. Ensures telephone coverage for the Office from 8:00
a.m. to 5:00 p.m. May as back-up to Deputy Director's secretary as needed.
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	activity: POSITION SUMMARY:

The Executive Secretary I, under the direction of the Office Chief and lead of the Administrative Officer II in the Administration and Program Control unit of the Office of the Chief, Bay-Delta Office (BDO), is responsible for performing complex secretarial work; maintaining close liaison with other DWR Executive offices, all levels of management and staff of State, federal and local agencies; providing backup support services to office as needed; and act as lead person for three Office Technicians regarding correspondence and office coverage.

ESSENTIAL FUNCTIONS:

Ability to work well and communicate effectively with people at all levels within the Department.  Requires particular attention to detail and sensitive contact with employees and the public.  Ability to work under pressure and time constraints; handle changing priorities; and use good judgment, initiative and tact.  The position requires the incumbent to establish and maintain cooperative relations with those contacted in the course of the work, and maintain regular, consistent, predictable attendance.  The specific essential duties include but are not limited to the following:

Serves as Secretary to the Chief of the Bay-Delta Office.  Reviews all outgoing correspondence prepared by BDO staff to ensure accuracy and conformance with Departmental correspondence procedures, including correspondence for the signature of the Office Chief, Deputy Director, Director, Secretary for Resources, and Governor.  Screens incoming mail and other documents to ensure proper action.  This requires the incumbent to have a working knowledge of who is responsible for the different projects the Office is involved in.  Independently monitors correspondence to ensure control dates are met.  Screens a variety of visitors and telephone calls, including government officials, legislators, and the public, and where appropriate refers to other staff members or handles personally.  Incumbent must have knowledge of the Department's organization, program, and the agencies and personnel involved in the Office programs.  
 

	classification: Executive Secretary I
	appointee: 
	dwr position number: 1301-1247-001
	sap personnel no: 
	sap position number: 50000900
	division: Bay-Delta Office/Office of the Chief
	mcr: 1
	percent 2: 30%
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	activity2: Maintains Office Chief's appointment calendar using Microsoft Outlook; arranges meetings with DWR staff and federal, State, and local agencies; prepares and distributes meeting agendas; makes travel arrangements; processes travel advances and travel expense claims; and maintains files to relieve Office Chief of routine office details.  Prepares finals of letters, memos, and other forms of correspondence.  Types confidential correspondence relating to sensitive labor relations and personnel issues involving the Bay-Delta Office in order to keep subject matters confidential.  Office Chief is second-level review for all grievance matters in the Office.  Brief the Office Chief on the status of correspondence and other time-sensitive materials to ensure Office Chief is aware that action is complete or processed timely.  Independently prepares correspondence for Office Chief's signature to request approval of the Deputy Director, Director, Secretary for Resources, and Governor of office activities and projects and to transmit information to needed parties.  

As lead Training Coordinator provides guidance and direction to Branch Training Coordinators on proper procedures as necessary.  Serves as source of training information for employees.  Coordinates and develops the annual Office Training Plans.  Assists employees in developing and preparing their career development plans and training and development assignments.  Reviews training and conference requests for correctness and appropriateness.  Coordinates the annual Appraisal and Development process to ensure compliance with Departmental deadlines.  Monitors training funds and provides training reports to management.  Processes and monitors employee career-related funding requests.  Prepares multiple conference request packages and submits to the proper level for approval.  Inputs training requisition in SAP and processes service entry sheet when class is complete.  Monitors, coordinates, and schedules mandated training as needed, including Management Development Nominations, Defensive Driver Training and Preventing Sexual Harassment.  

As lead Time Recorder, serves as a liaison with the Human Resources Office in resolving the more complex discrepancies by analyzing and researching entries, including but not limited to:  leave quota usage and accruals, overtime & CTO, alternate work week schedules, reduced work time, leaves of absence, payroll, etc.  Position has primary responsibility for running and reviewing weekly SAP time statement reports, to ensure weekly time approvals by supervisors are complete and to resolve discrepancies at the lowest possible level.  Accuracy and timeliness in handling time recording issues are critical, as errors and delays may adversely affect employee payroll.  Provides guidance and direction to Branch Training Coordinators on proper procedures as necessary.  

Serves as lead to clerical staff regarding correspondence and office coverage.  Interprets Department correspondence procedures and provides training and guidance to clerical staff and informs all staff of procedural changes to ensure processes are completed according to Department and state policies and procedures.  Provides recommendations and guidance in matters as they relate to clerical staff.  Provides backup support services for Office to ensure continued Branch and Office productivity.  Ensures telephone coverage for the Office from 8:00 a.m. to 5:00 p.m.  May as back-up to Deputy Director's secretary as needed.  




 


	supervisor name: 
	employee name: 


